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1. Ae you are, no doubt, aware, in January of 1943 My, Garriscn
approved & Records Management Survey Report made by the Records Manage~
ment; Staff of Ceneral Services Office, This survey consisted of re-
commendations for installestion of Agency standard subject files in the
Office of the Chief and in each Division, and for a Corrsspondence
Control Procedure throughout the Office,

R« This recopmended standard subject file was installed with
minor adaptations applicable to the Logistics Office. Our experience
over the past ten months has proved that the sy:tem is not entirely
satisfactory. The difficulty appears, in some cases, to be subwtopics
which are not des:riptive of our needs; in other cases, sub-toplcs too
finely broken down, or not sufficiently broken down for the needs of
this Office, We advised thse Records Management Staff approximately two
months ago that we are dissatisfied with the system in practice and have
scliclited their assistsnce in making necessary revisions before new files
are made for 1954,

3. Functlonally, the flling for the COffice of ths Chief has heen
agsigned to the ¥ail Room, Pecause of the critical space situation and
physical separation of the Mail Room from the Office of the Chief, we
had esen reluctant to make this change., Frequent. reasaignments and
shortage of personnel in the Administrative Staff have also created a
problen in keeping the filing on a current basis and in making zinor
revisions, which might have sclved our problem earlier in the year,

4. It 1s anticipated thet adequate space will be available in the
near future, which will permit that our previcus recommendstion of &8
signing filing tc the Mail Room be carried ocut., We propose to redesignate
the Mail Room as “Logistice Office Registry",

5. Ii was reconmended and decided some time ago thai when the fil-
ing is physlecally assigned to the Mail Room, it should be cross refer-
enced by subject file designation to the Mail and Routing Slirs (Ferm
35-1), which are filed by source and chronologiecally, (See attached
exanple)., This cross referencing system will be estatlished as of 1
January 1954, and other nesessery revisions made, with prior preparation,
instruction and asslstence from the Records Management Staff to personnel
of our Mail Room. Application of the Disposal Schedule makes it practi-
cal to break files at the end of each celendar ysar and start new folders
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as of 1 Janusry esch yesr. Eecause of this, it seems inadvisable to
changs indexing so late in the current year, which would involve
changing present folders. The 1953 files can be adjusted as a whole
after proposed revisions have been made and tested,

7 6, A survey had previously been started io deter:ine the appli-
cability of the filing system in the Divisions, This survey will be
completed and advisable changes aleo made as of 1 Jamuary 1954,

7. The present staffing of the Mail Room may not pernmit maximum
ssrvice in the way of dslivery of required papers to secrstarles!
desks on impediats need, However, proper cooperation {rom the secre-
taries should make it possible, for the time bLeing, to render essential
service with the present personnel of the Mail Room,
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1 Attachment
Form 35-1

LO/AS /GMimel (9 November 1953)
Distributions

A = Addresses
1 - Lo/0ficial file
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STANGARD FORM NO. 64

Approved For Releas

Office Memorandums:--

TO : Chief of Administration

DATE: 29 October 1953

FROM : Deputy Chief of Logistics
SUBJECT: Central File for Loglstice Office

1. The Logistics Office Central File in the Administrative Starff
is not proving satisfactory, in that materisl is not readily availlable
upon request. f

2. Although the reasons for this situation- mey be of interest,
the matter of prime importance is the solution of the filing problem
-without delay.

3. A report of action initiated by yoii'“i?o solve this problem is
desired by not later then 6 November 1953.
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